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Matters subject to the mandatory e-filing requirements per King County Superior Court LGR 30 are required to be e-
filed; however, use of the E-Filing Application’s Ex Parte via the Clerk component is optional.  For those matters that 
are required to be presented via the Clerk, you may utilize the electronic component or you may deliver your 
documents to the Clerk’s Office in paper form for presentation to the Ex Parte Department. Please see the ‘Ex Parte 
via the Clerk’ website for important process information: http://www.kingcounty.gov/courts/Clerk/Ex%20Parte 

To access the ‘Ex Parte via the Clerk’ component of the E-Filing Application, you must first e-file at least one 

document.  If your Ex Parte submission does not include a motion or other document to be filed in the case, you may 

e-file the ‘Notice of Presentation’ form as a pass-through document in order to access the Ex Parte via the Clerk 

component of the application, which may be found at http://www.kingcounty.gov/courts/scforms 

Please note:  The only document presented through ‘Ex Parte via the Clerk’ that will become part of the court file is 

the order signed by the commissioner.  Any other documents intended to be part of the court file must be filed / e-

filed separately.   

  

 

 

Accessing E-Ex Parte via the Clerk  

 If E-Filing a Document into an 
Existing Case, click ‘Submit to Ex 
Parte’ from your Confirmation 
Receipt. You may do this at the time 
of filing, or you may access the Ex 
Parte link from your “My 
Cases/Status menu” for 30 days post 
filing. (See new case process for 
more information on your status 
tab.) 

 

 

 

 If E-Filing a New Case click the E-Ex 
Parte via the Clerk “EXP” link from 
your ‘My Cases>Status’ tab after 
successfully e-filing your new case. 

 

 

 

 

http://www.kingcounty.gov/courts/Clerk/Rules/Individuallinks/LGR_30.aspx
http://www.kingcounty.gov/courts/Clerk/Ex%20Parte
http://www.kingcounty.gov/courts/scforms
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Submission Information 
 Enter the ‘Case Description’ (i.e., 

dissolution, unlawful detainer, 
commercial) 

 Complete the contact information 
fields for the person to be contacted 
if there are any questions about the 
submission 

 The presentation location is where 
you would like your order presented 
and picked up (NOTE: location is not 
the same as the case designation) 

 If you indicate there is a proceeding 
scheduled within the next two 
weeks,  the Clerk will provide a copy 
of the signed order to the assigned 
judge 

 Choose Regular  (scheduled 4 times 
daily) or Expedited (presented within 
15 minutes of receipt) service 

 Choose your return delivery method 

o If you select messenger 
remember to upload a slip under 
‘Adding Documents’ tab 

o If you select mail your documents 
will be mailed back to you free of 
charge for postage 

 Click ‘Next’ 

Proposed Orders 

 Click ‘Browse’ to upload your 
proposed order(s) (up to five) in PDF 
format 

 NOTE: If this is a new case, 
remember to add the case number 
and designation to your proposed 
order(s) before you upload them. 
(You will find this information on 
your case schedule which is given to 
you through your E-Filing 
‘Confirmation Receipt’.) 

 Click ‘Next’ 
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      E-Filed Documents 

 Use the checkbox(es) to select the e-
filed document(s) you would like 
included in your Ex Parte via the 
Clerk submission  (NOTE: You must 
select at least one document) 

 Click ‘Add selected documents 
button to my ex parte submission’  

 

 

 

 

 

 

 

      E-Filed Documents - continued 

 The selected documents will move 
to the table at the bottom of the 
page 

 Click ‘delete’ to remove a 
document from the submission 

 Click ‘Next’ to continue 
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Adding Documents 

 Click ‘Browse’ to add an additional 
document(s) for the commissioner to 
consider (i.e., documents already 
filed, case law, writs or a messenger 
slip if appropriate).  Note: these 
documents will not be filed, but they 
will be included in your Ex Parte 
submission. 

 Click ‘Add Document’ to upload your 
chosen documents. 

 

 

 

 

 

 

Additional Documents 

 The document will appear in the 
lower table 
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Additional Services 

 Remember that you will 
automatically receive one conformed 
copy of your order(s) 

 You may request regular copies or 
certified copies of your order(s) and 
other clerk services such as writs, 
letters, citations and subpoenas 

 Indicate the quantity (number) in the 
checkbox next to each additional 
clerk service you would like to order. 
Note: If you are requesting writs, 
subpoenas, or letters, you may 
simply indicate the quantity in the 
appropriate checkbox. 

 

 

Ex Parte Submission Summary 

 Review the Summary of your Ex Parte 
submission, including additional 
services and total cost to be paid, 
prior to continuing 

 Click ‘Previous’ to go back and make 
corrections if necessary 
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Checkout 

 Click ‘Purchase this Ex Parte Request 
Now’ to be redirected to a King 
County E-Commerce site to pay and 
finalize your Ex Parte submission 

 

 

 

 

 

 

 

 

King County E-Commerce 

 Payment can be made by Internet 
Check (entering bank routing and 
account number) or Credit Card 
(AMEX, VISA, MasterCard and 
Discover) 
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King County E-Commerce 

 After entering your payment 
information click ‘Submit’ to pay and 
be redirected back to the e-filing 
application 

 A payment confirmation will be sent 
to the e-mail address you entered 
along with your payment information 

 

 

 

 

Ex Parte via the Clerk Confirmation 

 You may either print or save a copy 
of the  ‘Confirmation’ page for your 
records 

 

 

 


